
________________________________________________________________________________ 
Page 1 of 6 

 
 

 
 
 

LEWIS AND CLARK COUNTY POLICY  
 

Subject: General Work Rules – Hours of 

Work, Overtime and Travel       
Policy No:  1.2.10 

Approved: 
Effective Date: Aug. 1, 2015 

Revised Date: 05/31/17 

 

I. Policy Statement 

 

Lewis and Clark County’s work rules are designed to provide public access to County 

services and programs.  The following provisions will apply to all County departments in 

accordance with or in addition to departmental rules and regulations. 

 

II. Applicability  

 

All Lewis and Clark County employees. 

 

 

III. Definitions  

 

None. 

 

IV. Directives  

 

A. Hours of Work Policy Statement  

 

1. Regular hours for County employees are 8:00 a.m. to 5:00 p.m. with an hour unpaid 

break for lunch.  All full-time Regular, Seasonal and Temporary employees will work 

a minimum of 40 hours per week.  The work week will run from 12:00 a.m. Sunday 

to 11:59 p.m. Saturday.  A department may adopt other work day schedules that are 

deemed more appropriate for a particular function. 

 

2. Departments are responsible for administering work schedules and monitoring use of 

overtime according to County guidelines outlined in the Personnel Policy Manual.  

Departments are required to keep a copy of the County’s Personnel Policy Manual 

and any department work rules at each work site for review and inspection by 

employees.  Reasonable access to these materials must be granted to employees 

during work hours. 
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3. Variation from guidelines described in the Personnel Policy Manual must receive 

prior approval from the Human Resource Director and copies of alternate work rules 

must be placed on file in the Human Resource Director’s office.   

 

4. Employees should periodically review County and department guidelines to ensure 

that they know and understand what is expected of them while in the workplace. 

 

B. Hours of Work Guidelines  

 

1. Elected officials/department directors are responsible for the maintenance of daily 

records of employee attendance and hours of work. 

 

2. Employees are expected to work their scheduled shifts.  Employees leaving the job 

site during hours of work without proper authorization may be subject to disciplinary 

action up to and including dismissal. 

 

3. If an employee is unable to be present at the designated working time, he/she must 

contact his/her supervisor as directed by departmental procedure. 

 

4. Departments may adopt flexible scheduling plans, subject to the approval of the Chief 

Administrative Officer.  Any flexible scheduling plan will provide citizen access to 

programs and facilities required by state law and resolution of the Board of County 

Commissioners. 

 

5. Copies of any flexible scheduling plan will be filed with the Human Resource 

Department. 

 

C. Overtime Guidelines – Non-Exempt Employees  

 

1. Employees required to work overtime and eligible to receive overtime pursuant to the 

Fair Labor Standards Act must be paid at the rate of 1-1/2 times their current hourly 

wage for all time worked for the County in excess of 40 hours per week.  

Compensatory time should be administered in accordance with the provisions below. 

 

2. Elected officials/department directors or responsible supervisor will authorize all 

overtime in advance of its occurrence.  Unless the employee requests compensatory 

time in lieu of overtime, all overtime will be reported in the pay period when it is 

accumulated and paid accordingly. 

 

3. Non-exempt employees entitled to overtime compensation may be given the option of 

earning and using compensatory time in lieu of overtime compensation.  

Compensatory time (comp time) granted to non-exempt employees must be granted at 

the rate of 1-1/2 hours for every hour of overtime worked. 

 

4. Compensatory time should be used at the earliest possible date.  Elected 

officials/department directors should ensure that compensatory time does not 

accumulate to more than twenty-four (24) hours per employee.  Any deviation from 

the twenty-four (24) hour accumulation limit must be requested in writing and must 

be authorized by the Human Resource Director. 
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5. The use of compensatory time is subject to elected official/department director 

approval.  Whenever possible, accumulated comp time should be used prior to 

termination of employment with the County.  Unused accumulated comp time must 

be cashed out when the non-exempt employee terminates employment with the 

County. 

 

D. Exempt Compensatory Time Guidelines – Exempt Employees  

 

1. The Fair Labor Standards Act generally presumes that an exempt employee is paid a 

wage and has a work schedule that may vary from a standard forty (40) hour 

workweek.  The County recognizes that the duties and responsibilities of exempt 

employees vary widely and require various measures to ensure the smooth operation 

of the County.  Exempt compensatory hours for exempt employees are not intended 

to provide any compensation in addition to the salaries provided to these employees.  

Rather, it provides the elected official/department director and those affected 

employees greater flexibility in scheduling.  All exempt employees will keep records 

of actual hours worked. 

 

2. All exempt employees must have a regular work schedule and the elected 

official/department director must authorize all work beyond regular work hours.  

Elected official/department directors are responsible for defining and promulgating 

the terms and conditions of work outside regular work hours.  Copies of these terms 

and conditions must be approved by the Human Resource Director and kept on file at 

the department office and with the Human Resource Director. 

 

3. Exempt compensatory hours are those hours beyond the standard forty-hour work 

week worked by exempt employees.  Departments authorizing exempt employees to 

work more than 40 hours in a work week may allow exempt employees to accumulate 

up to eighty (80) exempt compensatory hours at the rate of one (1) hour earned for 

one (1) hour worked.  Employees must request deviation from the eighty (80) hour 

accumulation limit from the elected official/department director.  The elected 

official/department director will consult with the Chief Administrative Officer before 

granting the request. 

 

4. The use of accumulated exempt compensatory hours is subject to approval by the 

supervisor. 

 

5. There will be no lump sum cash compensation for accrued exempt compensatory 

hours upon transfer or at the date of termination. 

 

6. The County is under no obligation to extend an exempt employee’s termination date 

to allow an exempt employee to take off or use exempt compensatory hours upon 

termination.  However, the Chief Administrative Officer (or designee) may approve 

the use of exempt compensatory hours to extend an employee’s termination date up to 

eighty (80) hours.  The extension may be approved when the Chief Administrative 

Officer determines that: 

a. exempt compensatory hours were accrued upon the supervisor’s request in order 

to complete projects or meet objectives; or  

b. the employee has been denied reasonable opportunity to take off exempt 

compensatory hours. 
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E. Travel and Training Reimbursement Guidelines  

 

1. Employees will be reimbursed for transportation, lodging, meals, and certain 

incidental expenses while traveling on legitimate business for the County. 

 

2. General Reimbursement Guidelines 

a. Employees must obtain prior approval for travel from the elected 

official/department director (or designee). 

b. Claims for reimbursement will be submitted on travel voucher forms approved by 

the Finance Director and must include receipts when receipts are required. 

c. All reimbursements will be subject to applicable IRS regulations. 

 

3. Travel Time – Employees will be compensated for travel time when traveling on 

approved County-related business or to attend required training, subject to the 

following guidelines: 

a. Travel time that occurs within the time period that the employee is regularly 

scheduled to work is compensable, whether or not the travel occurs on a day that 

the employee would regularly work. 

b. When the employee is the driver of an automobile as part of travel for approved 

County-related business or to attend required training, the driver may claim all the 

driving hours as compensable hours. 

c. Passengers in an automobile may only claim travel time that occurs within the 

time period that the employee is regularly scheduled to work as compensable. 

 

4. Transportation Costs 

a. Whenever it is cost effective to use an automobile for travel, employees will 

travel by car.  Use of a County vehicle is preferred whenever car travel is 

necessary.  In the event that a private automobile is used for approved County-

related business or to attend required training, the employee will be reimbursed 

according to the IRS established mileage allowance. 

b. Employees who drive County vehicles or who use a private vehicle for approved 

or required County business will be required to provide copies of certifications, 

licenses and/or proofs of insurance as may be required by the department director. 

c. The employee will receive reimbursement for the full cost of round-trip coach 

airfare, taxi or transportation costs as approved by the elected official/department 

director. 

d. If an employee is traveling for an agency other than the County, i.e. the federal 

government, the employee will follow that agency’s expense policies. 

 

5. Meal Costs  

a. Overnight Travel – Employees are reimbursed for meals in accordance with 

allowances established by IRS regulations.  The amount of per diem paid varies 

depending on the location.  Per Diem amounts are available on the web at 

www.irs.ustreas.gov, Forms and Publication, Publication #1542.  This site 

provides per diem rates for travel anywhere within the continental United States.  

If travel is not for a full day, the per diem breakdown is as follows: 

i. Breakfast allowance – 20% of the total per diem rate.  (Travel more than three 

hours between 12:01 a.m. and 10:00a.m.) 

ii. Lunch allowance – 30% of the total per diem rate.  (Travel more than three 

hours between 10:01 a.m. and 3:00 p.m.) 

http://www.irs.ustreas.gov/
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iii. Dinner allowance – 50% of the total per diem rate.  (Travel more than three 

hours between 3:01 p.m. and 12:01 a.m.) 

iv. Any combination of above not to exceed the appropriate per diem amount. 

b. Per Diem reimbursements provided for above are representative of the maximum 

allowable for any meal, or series of meals.  Employees are encouraged to make 

efforts to minimize travel expenses. 

c. Meal receipts are not required as long as lodging receipt is attached indicating the 

date, location and purpose of the travel. 

d. Same Day Travel – Reimbursement for same day travel expenses do not require 

meal receipts provided expenses are adequately accounted for.  Expenses will be 

considered adequately accounted for if the date, place and the business purpose 

relating to the expense is provided.  Reimbursement rates will be calculated using 

the per diem rate and the percent allowed for each meal as outlined in “Overnight 

Travel” above. 

e. Other Eligible Meal Expense – Meals are also reimbursed at the per diem rate in 

the following situations: 

i. when employees are required to eat at the employer’s premises for the 

employer’s convenience; 

ii. when employees are required to attend a business luncheon or dinner; or 

iii. when meals are provided for a County board while conducting business. 

f. Any amount an employee claims for meal reimbursement that is below the actual 

per diem amount will be paid without receipts.  Adequate accounting, as defined 

above, must be provided to be eligible for this reimbursement.  Per Diem 

expenses are paid through the normal claim process. 

 

6. Lodging in Montana will be reimbursed based on the state reimbursement rate as 

established by the Montana State Department of Administration.  Lodging, per the 

State of Montana Department of Administration, in Big Sky, Colstrip, Bozeman and 

Cooke City will be reimbursed at actual costs all year.  Lodging in Gardiner, 

Kalispell, Polson, West Glacier, West Yellowstone, Whitefish and Red Lodge will be 

paid at actual costs from May 1 through September 30 of each year.  Receipts are 

required.  No payment will be made without a receipt. 

 

7. Incidental Expenses – The County will reimburse the employee for incidental costs 

such as tips, including tips for porters and baggage handlers, and transportation as 

necessary.  Receipts will be required for transportation expenses in order to be 

reimbursed.  Unique transportation expenses that are not receipted will be paid, i.e. 

bus, metro, expense, as long as a written explanation is attached. 

a. In addition, employees are reimbursed for one telephone call home upon arrival at 

their destination and every second day while out of town.  The phone calls should 

not exceed ten (10) minutes in length.  Additional telephone expenses will be paid 

for when an employee experiences a family emergency while traveling.  

Explanation of the nature of the emergency should be attached to the travel 

voucher. 

b. Any business related phone calls employees are required to make while traveling 

will be paid in full. 

c. Employees may submit a request for other incidental expenses incurred as the 

result of County authorized and necessary travel.  Expenses will be itemized and 

receipts provided, using the travel voucher forms approved by the Finance 

Director. 
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8. Travel Advances – Upon approval by the employee’s supervisor, advances may be 

granted for travel expenses up to 100% of the per diem costs, including hotel costs.  

Requests should be made as early as possible to insure adequate time for processing 

the claim.  Employees must submit a Travel Reimbursement Request form, available 

from your supervisor, within ten (10) working days of the completion of travel to 

account for the travel advance.  Any unspent or unaccounted for advance money must 

be repaid within sixty (60) days of completion of the trip. 

 

9. Elected Officials – As allowed by state law, County Commissioners, County 

Attorney, Sheriff, Justice of the Peace, Clerk of Court and Treasurer/Clerk and 

Recorder will be allowed actual travel expenses for attending their respective 

association meetings or conventions held within the state (Section 7-5-2142, 7-5-

2143, 7-5-2144 and 7-5-2145 MCA. 

 

V. Closing 

 

Provisions of this policy will be followed unless they conflict with negotiated labor contracts 

which will take precedence to the extent applicable. 

 

Questions concerning this policy should be directed to the Human Resource Department. 

 

VI. References 

 

None 

 

VII. Attachments 

 

None 

http://data.opi.state.mt.us/bills/mca/7/5/7-5-2142.htm
http://data.opi.state.mt.us/bills/mca/7/5/7-5-2143.htm
http://data.opi.state.mt.us/bills/mca/7/5/7-5-2143.htm
http://data.opi.state.mt.us/bills/mca/7/5/7-5-2144.htm
http://data.opi.state.mt.us/bills/mca/7/5/7-5-2145.htm

